Online Tutorial Series

Module Two

rask Card View vs. List View

Two different ways of viewing daily

work assignments.
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The BuilldSA back -office Home Page may be customized by the user

for a preferred way to view daily work assignments.
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Selecting a View
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Click #1 shown to select List
View.

Click #2 shown to select Task
Card View.




[HE TASK CARD VIEW
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Task Card

EACCE'H Civic Platform > COSA

Welcome, Patricia

After login, the Home Page displays tasks assigned to the user. Note the amount

of tasks awaiting completion (¥1 shown). FILTER PAGES T
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Significant amount of information is provided in the Task Card

view.




The Task Card
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This view displays the opened Options Button side panel.

You may assign a task from this view (#1 shown). To

close, click T=a
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Completeness Review If a record has a
.JAN ].LI condition placed
on it, a condition
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across the top of
the task card.
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If a condition on a record exists, a condition banner
displays across the task bar (shown).




The view dis

while using t

= ACCelq Civic Platiorm > COSA

Welcome, Patricia

You have 41 Tasks 3

TASK ITEM

Application Intake
INV-COM-INV20-22700101

Case Inspection
INV-DAT-INV20-24100022

Completeness Review
LIC-STA-APP20-14000083

@ Completeness Review
ZONING-PA-2020-11600001

Completeness Review
LIC-STA-APP20-14000027

Completeness Review
MNT-MEP-APP20-18100020

@ Completeness Review
LIC-STA-APP19-14002013
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=< Accela Civic Plattorm > COSA @
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Users can filter tasks in Task Card View by using the Filter
Pages drop down menu . Use the scroll bar to view all filters

available (#1 shown).




THE LIST VIEW
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Available only in List View

List View offers the option to print a spreadsheet of daily tasks (#2
shown). To print, click the Actions drop -down menu and select
Export to CSV (shown). The Filter Pages also displays in List View
(#1 shown).

E ACCEla Civic Platform » CQSA

Welcome, Patricia o 9

You have 41 Tasks FILTER PAGES : o5 ® SC U
TASK ITEM DUE DATE STATUS APPLICATIC . ) | Print
1 Additional Info
Application Intake - Export to CSV
INV_COM_INV20-22700101 Jan 22 Received Test Land Development Workflow
Tasks Due
Case Inspection i i My Department Tasks
INV-DAT-INVZ0.24100022 Jan 22 Pending Inspection 235 F'ATFI y Uep: y

Completeness Review

LIC_STA-APP20-14000088 Jan 1y Hnder Review FHRTEED
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EE:TST“:i;;ZOFﬁ::}%‘;oz? Jan 10 Hnder Review 12
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BuildSA displays data in Excel format

EH S :

tasks (15) - Excel

HOME = INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ACROBAT

s 6 Cut Calibri -1 A A == -  EWapTet General - |::.'-—| I:'J Normal Bad Good Neutral
Paste ER Copy -~ _ — — | s= — 0 00 Cljﬂdiﬂal Fl:urr:a)tas || Explanatory Input nked Ce

a's ¥ Farmat Painter B I U- - A- =E==EE EME@E&CEMH %% a0 Formatting = Table~ e B —

Clipboard Fa Font Ta Alignment P Mumber la Styles
Al v fe || Task Name
A B C D F G H I

1 |Task Mame lﬁecurd 1D Alternate ID RecordType Due Date Flags Status Details
2 |Technical Review - Subdivision COSA-16CAP-00000-02761 LAMD-MDP-16-000123  Master Development Plan (MDP) 20-Jan Under Review
3 |Completeness Review COSA-16CAP-00000-02740 LAMND-RD-16-000086 Rights Determination 15-Dec Under Review
4 |Completeness Review COSA-16CAP-00000-02741 LAMD-RD-16-000087 Rights Determination 15-Dec Under Review
5 |Completeness Review COSA-16CAP-00000-02742 LAND-RD-16-000085 Rights Determination 15-Dec Under Review
6 |Completeness Review COSA-16CAP-00000-02746 LAMND-RD-16-000092 Rights Determination 15-Dec Under Review
7 |Completeness Review COSA-16CAP-00000-02748 LAMD-RD-16-000034 Rights Determination 15-Dec Under Review
& |Completeness Review COSA-16CAP-00000-02749 LAND-RD-16-000035 Rights Determination 15-Dec Under Review
9 |Completeness Review COSA-16CAP-00000-02750 LAMD-RD-16-000096 Rights Determination 15-Dec Under Review
10 | Completeness Review COSA-16CAP-00000-02728 ADDR-COD-16-000022  Certificate of Determination 13-Dec notice (1) Under Review
11 | TEST 12/8/2016 7:00 Duration 1Location City Hall
12 \Completeness Review COSA-16CAP-00000-02661 PLAT-BOND-16-000059 Bond Application 28-Mov Under Review
13 [ Completeness Review - Verification of an Existing Address  COSA-16CAP-00000-02659 ADDR-AVAA-16-000136 Address Verification and Assignment 22-Mov Under Review
14
15
16




Assigning a Task using List View

B Accela Civic Piatiorm > COSA @ v
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You have 41 Tasks x> FILTER PAGES - LO— ACTIONS v oo
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List View vs. Task Card View




